Government Bill of Lading (GBL) Instructions

I.  GBL back-up is provided by the Travel Division.
A. Glennie Marshall will match treasury checks to the GBL back-up.
B. Once the GBL’s have been received from Glennie, separate those with treasury checks attached from those that are electronic funds transfer (EFT).   Write the following information on each GBL.
1. Check number.
a. Write the treasury check number somewhere in the lower right hand corner of the GBL.  Most GBL’s will have a designated place for the check number which is labeled “check number.”
b. If the payment is an EFT, the check number can be determined by looking up the information in CEFMS.
1) Begin by logging into the appropriate district.
2) Type 6.47 in the field labeled “Enter menu ID, option ID, or smart screen #” and hit the “Enter” key.
3) When the next screen opens, hit the F2 key and then tab to the field labeled “Check Date.”  Enter the date of the payment.
4) Then tab to the field labeled “Reference No” and enter the travel order (TO) number.  The TO number should be written somewhere on the GBL.
5) Then tab to the field labeled “Amount” and enter the amount of the payment and then hit the F3 key.
6) Once the screen populates, copy the number in the field labeled “Assigned Check No” onto the GBL.
2. DSSN, date and your initials.
a. The DSSN, either 8735 or 8736, should be written in the upper right hand corner of the GBL.  Most GBL’s have a designated field labeled “Paid By.”
b. If the payment is an EFT, the DSSN can be determined by following the instructions in paragraph I.B.1.b.1) through I.B.1.b.5).
c. When the 6.47 screen populates, copy the number in the field labeled “DSSN” onto the GBL.
d. The date should be entered on the GBL directly below the DSSN.  The date should be the date of the payment, which may not necessarily be the current date.
e. Initial beneath the DSSN and the date.
3. Disbursing Officer Voucher (DOV) number.  The DOV number must be looked up in CEFMS and then written in the upper right hand corner of the GBL.  Most GBL’s have a designated field labeled “D.O. Vou. No.”
a. Log into CEFMS in the appropriate data base.
b. Enter 7.27 in the field labeled “Enter menu ID, option ID, or smart screen #.”
c. When the next screen opens, hit the F2 key.
d. Depending on whether the payment is 8735 or 8736, tab to the appropriate field within the area labeled “Traveler’s” on the row labeled “Checks.”
e. Type in the check number and hit the F3 key.
f. This will bring up the DOV number, which will be located in the field labeled “(Mil)” or “(Civ)”.  This is the number that should be written in the upper right hand corner of the GBL.

II.  Mail checks and back-up.

A. Most GBL’s will have a back-up document attached to the front.  If it does not have this document attached, then make a copy of the front page of the GBL, making sure that the payment amount it depicted thereon.  Mail this back-up and the check to the address printed on the check.
B. For EFT payments, mail the back-up to the vendor address shown on the GBL.  You may have to type an address label for EFT payments.

C. Upon completion, put the remaining GBL documents in the “fan” file located in the overhead compartment in the EFT cubicle (cubicle number 121-35).
